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PROGRAM ANALYST, GS-0343-13

L. INTRODUCTION

This position is located in the Office of Environmental Justice, Assistant Administrator
for the Office of Enforcement and Compliance Assurance. The Office serves as a centralized
unit to deal with disproportionate environmental impacts on racial and low-income populations.
The Office coordinates communication, outreach, education and training of the public on
environmental-justice issues, provides technical and financial assistance to outside groups on
environmental justice concerns, provides financial assistance and supports community projects
through the environmental justice small grants program and the environmental justice community
grants programs, and serves as a central repository of environmental justice information. The
Office engages in environmental justice research and demonstration projects; as well as
overseeing the implementation of Executive Order 12898 and coordinating activities with federal
agencies covered by this Order.

II. MAJOR DUTIES AND RESPONSIBILITIES

Participates in conjunction with other specialists in developing programs, projects, and
other activities necessary to accomplish the Office's mission statement. This requires analysis
and consideration of current Environmental Justice issues of concern to communities and the
private sector, and awarcpess of various agency initiatives, which may bc phases or segments of
larger or more complex assignments. Based on such analyses, the incumbent participates in the
development of recommendations for program activities, and may participate in their
presentation to the Deputy Director, Director or other management officials.

Contributes to the development of Environmental Justice standards by performing
research from a variety of sources including available literature, information and viewpoints that
represent concerns of various stakeholders, community leaders, and civic groups. The incumbent
is responsible for summarizing the information, identifying trends or issues that cross
communities and providing this information to other specialists in the form of option or position
papers which may include recommendations for inclusion in the devefopment of standards.

Works in conjunction with representatives of the media programs to develop an
appreciation of agency pollution prevention, clean up and regulatory activities and to help foster
an increased sensitivity within these programs to Environmental Justice activities.

Participates in conferences, interagency meetings, task forces and workgroups with a
variety of groups which serve to represent Environmental Justice interests or concerns, or are
impacted by proposed Environmental Justice activities. The incumbent is responsible for
providing support to other specialists in developing agenda items, presentations and related
conference materials, including graphs and charts, or pamphlets.
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Provides support to the Community Stakeholder Involvement (CSI) Team in establishing
various office procedures, practices or mechanisms necessary to accomplish the work of the
office and maintain effective relationships with leaders and representatives of minority
communities, and to develop mechanisms to make environmental information available.

Incumbent may serve as technical advisor on cooperative agreements under the guidance
of the formal project officer. In this capacity, incumbent will work closely with the recipient and
assist in the technical direction of the project.

Incumbent develops information, evaluates findings, prepares reports and makes
recommendations to the Director through written and personal briefings.

May assist other staff in analyzing various public environmental laws and the legislative
issues surrounding these laws to determine the Agency's position on environmental justice issues.
Responsible for providing technical recommendation to the Director and the Deputy Director.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION LEVEL 1-7 1250 POINTS

The employee possesses a thorough knowledge of the theories and principles of
environmental justice and the impacts of environmental laws, policies, legislation and regulation
on minority groups and communities in order to apply comprehensive analytical and evaluative
techniques in the identification, consideration, and resolution of issues and problems of a
procedural or factual nature. The employee canducts investigatory studies relevant to complex
and important assistance agreement policy problems using breadth of knowledge and well-
developed skilis.

Knowledge of qualitative and quantitative techniques for researching, analyzing and
measuring the effectiveness, efficiency, and productivity of the activities within the Office of
Environmental Justice; along with the knowledge of acceptable organizational and business
management processes. Knowledge of the organization, programs, missions, and functions of
the Office of Environmental Justice, along with skill in conducting analytical studies of the
assigned activities in order to keep senior management apprised of progress in meeting
objectives. Knowledge of working with various groups of people that include but are not limited
to other Federal agencies, community and religious groups, academia, business and industry
groups and other non-governmental organizations. Knowledge is used to negotiate, plan,
schedule, and conduct projects and studies to evaluate and recommend ways to improve the
effectiveness and efficiency of work operations within the Office of Environmental Justice.

Work requires considerable inter-personal skills in negotiating disputes, preparing
purchase requests and evaluating proposals and grants. Work requires considerable analytical,
financial and legal skills in making assessment of problems and objectives, identifying
alternative policy strategies, and recommending additional analysis and modifications to existing
systems within the Office of Environmental Justice. Work requires skill in preparing papers,
reports, proposals and skill in organizing and delivering briefings to encourage understanding
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and acceptance of findings and recommendations. Through knowledge of organizational and
management techniques, financial and legal procedures is applied in performing a wide variety of
analytical studies and projects related to management improvement and planning for the Office
of Environmental Justice.

FACTOR 2. SUPERVISORY CONTROLS LEVEL 2-5 650 POINTS

The Director, Office of Environmental Justice, makes assignments by defining objectives,
priorities, and deadlines; and assists employee with unusual situations which do not have clear
precedents. The employee exercises maximum latitude in performing assigned duties, and
recommendations made are tantamount to final decisions. Work is reviewed critically to
determine impacts of implementation of the recommendations.

FACTOR 3. GUIDELINES LEVEL 3-4 450 POINTS

Guidelines are broadly stated and nonspecific, e.g., broad policy statement and basic
legislation which require extensive interpretation are available. The employee exercises
considerable judgment in interpreting and adapting guides that exist and in developing new
hypotheses, approaches or concepts not previously used.

FACTOR 4. COMPLEXITY LEVEL 4-5 325 POINTS

Assignments include a broad range of duties involving substantial depth and breadth
numerous interrelationships, analyze complex variables, and new theories and methodologies.
The employee probes and analyses information collected from a variety of sources to determine
the nature and the scope of the problem, interpret the material, and develop policy options.
Qriginality is required in applying general Agency guidelines to specific Office of Environmental
Justice missions and goals. The work consists of projects and studies which require interrelated
issues of effectiveness, efficiency, and productivity of substantive mission-oriented programs.

FACTOR 5. SCOPE AND EFFECT LEVEL 5-5 325 POINTS
The work involves treating a variety of conventional probleins, questions, or situation in

conformance with established criteria. The work products or services provided contribute to the
effectiveness, efficiency, and productivity of the organization.
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FACTOR 6. PERSONAL CONTACTS LEVEL 6-3 60 POINTS

The employee will be required to not only interact with employees within EPA, but
outside of the Office of Environmental Justice. People contacted generally are engaged in
environmental justice functions, missions and similar kinds of work. Some contact with
members of the National Environmental Justice Advisory Committee, established under the
federal Advisory Committee Act,

Personal contacts will also include representatives of communities and individuals
seeking information. The employee will also be responsibie for establishing grants and
cooperative agreements with universities and non-profit organizations and working with
grantees, contractors and representatives from local communities, managing nationwide projects
and workgroups made up of representatives from all such groups.

FACTOR 7. PURPOSE OF CONTACTS LEVEL 7-3 120 POINTS

The purpose of the contacts is to facilitate decision-making on EPA’s involvement in
environmental justice projects. The purpose will be to influence managers or other officials to
accept and implement findings and recommendations on program effectiveness. The incumbent
may encounter resistance due to such issues as organizational conflict, competing objectives, or
resource problems. The work will require justifying, defending, negotiating, or selling matters
involving significant or controversial issues. It will involve active participation in conferences,
meetings, hearings, or presentations involving problems or issues of considerable consequence or
importance.

FACTOR 8. PHYSICAL DEMANDS LEVEL 8-1 5 POINTS

The work is sedentary, although there may be some walking, standing, or carrying of light
objects. No physical demands are required to perform the work.

FACTOR 9. WORK ENVIRONMENT LEVEL 9-1 5 POINTS

The work will include only the everyday risks and discomiforts associated with an office
setting. There is adequate ventilation and the work area is well lighted.

TOTAL POINTS: 3,190 = GS-13

4 Program Analyst GS-13



Extramural Resources Management Duties Checklist

This checklist must be used with all PDs to identify the percentage of time an employee
contracts, granis, cooperative agreements. and interagency agreements
or more of the employees time. in addition to this checklist, such dutie

PD.

is engaged in duties related to managing

For positions requiring performance of these duties for 25%
s must also be described in the body (major duties area) of the

[_Employee Information

Name Tailung

_l?'ercentage of Time_Sfpent on Extramural Resources
Management

X

Position l‘;mt;e_r L0067 /_VZ; )

Titte Program Analyst

Series/Grade  ©S-0343-13

Organization = OECA/OEJ

_management responsibilities.

_occupy less than 25% of time.

This position has no extramural resources

Total extramural resources management duties

Total extramural resources management duties
occupy 25% to 50% of time. These duties are
indicated below and described in the position
description.

Total extramural resources management duties
occupy more than 50% of time. These duties are
indicated below and described in the position
description.

8
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Part 1. Contracts Management Duties

Pre-award: i

Plans Procurements

Estimates Costs

Obtains funding committments
Prepares procurement requests
Writes statements of work

Reviews statements of work
Processes unsolicited proposals
Responds to pre-award inquiries
Participates in pre-award conferences
Conducts technical evaluation of proposals
Participates in debriefing/protests
Other (lists)

LT

Post-award:
Prepares delivery orders
Reviews contractor work plans
Reviews contractor progress reports
Monitors government-furnished property
Monitors cost, management, and overall technical
performance of contract after award

L

Close-out:

Percentage of Time Spent on Contracts Management

Monitors management and performance of
delivery orders/work assignments after award
Defines scope of work for work assignments
Approves payment requests of ACH drawdowns
Manages cost-reimbursement contracts
Reviews invoices

Inspects and accepts deliverables

Other (list)

Writes reports on contractor performance, costs,
and tasks performed

Reconciles payments with work performance
Closes-out payments

Performs cost accounting

Provides assistance to Contracting Officer in
settling claims

Other (list)

%

Continued|




_ ] Part 2. GranfsiCooperative Agreements Duties

| Advises Grants Management Office of potential

| T problems/issues

| Pre-application/Application: N

‘l Participates in decisions/actions to ensure

| Prepares soiicitation for pr _posals

: successful project completion and in declsmns to

ldentifies potential grantees for area of program .

| emphasis !

-, impose sanctfons

Appruves payments requests or ACH drawdowns

Makes initial determinations (whether project is

Rewews requests for modifications, additional

_procurement or assistance, whether agency has

. funding, etc., and makes recommendations to

. legal authority, whether applicant is eligible,

' Grants Management Office

whether funding is available, etc.)

_Negotiates amendments

. Provides administrative information to applicants

Reviews CosthncelAnaIysns for recipient

Determines appropnateness of applicant's

workplan/activities/budget and compliance with

____contracts/change orders (Superfund only)

i When necessary, recommends termination of the

regulations and guidelines and negotiates changes |

| agreement

... with applicant [

"Resolves with Grants Management Office

. For cooperative agreement, determines substantial

administrative and financial issues

Federal involvement and develops a condition for

Conducts periodic reviews to ensure compliance

with agreement

S

},__E
; agreement Other (list)
i Negotiates level of funding

Conducts site visits to evaluate program capability Close-out:

Serves as resource to Selection Panel

Certifies deliverables were satisfactory and timely

informs applicants of funding decisions

Provides assistance to recipients and Grants

Other {list)

Awa rd:

Management Office to ensure timely close-out

Reconciles payment with wark performed

Noflifies recipient of close-out requirements

Pre_pares funding package, including Decision

Obtains legal assistance if necessary to resolve

Memorandum

incomplete close-out

Obtains concurrences/approvais

Reviews/concurs in completed document

If project is audited, responds to issues and ensures

recipient complies with audit recommendations

Project Management/Administration:

Establishes project file

her (fist)

Cther (list)

Percentage of Time Spent on Grants/Cooperative

Agreements Management

_____Monitors recipient's activities and progress

Reviews reports and deliverables and notifies

%

___recipient of comments

Provides technical assistance to recipients

F’_a_r;;;: Interagency Agreements Dutles

Pre-Agreement:

Monitors cost management and overall technical

Plans and negotiates work effort

Estlmates costs

rformance

~ |Participates in decisions about project

Obtains fundi ing commitments

redification/termination

Prepares commitment notice

Conducts perfodic review of Superfund State

Responds to pre-agreement inquiries

Writes or reviews scope of work

Participates in pre-agreement conferences

Contracts payments receipts (Superfund only)

Inspects and accepts deliverables

Other (list)

Cocrdinates with appropriate staff in developing

Independent Government Cost Estimates (IGEs)

Negotiates and ensures execution of Superfund

~ State Contracts {Superfund only) i
Performs technical evaluation of work plan and i

iClose-out:
! Reviews final report

Decides on disbursement of equipment

budget
Prepares funding package and obtains necessary

! Reviews Superfund State Contracts to ensure full
. reimbursement {Superfund onky)

concurrences

Certifies deliverables

Resolves close-out issues with Grants Management

-
.

Otherflisty =

Project Management/Administration:

Office/other agency

—

Other (list)

Rewews progress repartsifinancial reports

Percentage of Time Spent on Interagency Agreements

Management:

F | o




